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/,) Welcome to Cardinal Training
/

This training provides participants with the skills and information necessary to use Cardinal and is not intended to
replace existing Commonwealth and/or agency policies.

This course, and the supplemental resources listed below, are located on the Cardinal website
(www.cardinalproject.virginia.gov) under Training.

Cardinal Reports Catalogs are located on the Cardinal website under Resources:
« Instructor led and web based training course materials

« Job aids on topics across all functional areas

« Variety of simulations

» Glossary of frequently used terms

The Cardinal screenshots included in this training course show system pages and processes that some users
may not have access to due to security roles and/or how specific responsibilities relate to the overall transaction
or process being discussed.

For a list of available roles and descriptions, see the Statewide Cardinal Security Handbook on the Cardinal
website in the Security section under Resources.



/) Course Objectives

After completing this course, you will be able to:

Process Procurement Cards (PCard) transactions

Process Integrated Supply Services Program (ISSP) transactions

Review and reconcile PCard and ISSP transactions



Agenda
b ns

Understanding PCards and ISSP

Reviewing and Reconciling Transactions




}j Lesson 1: Introduction
Y4

‘ Understanding PCards and ISSP

This lesson covers the following topics:

Procurement Overview

PCard and ISSP Key Concepts

PCard and ISSP Integration and Interfaces

PCard and ISSP Process



/;j Procurement Overview

The Procurement functional area of Cardinal
includes four modules:

Purchasing

The Purchasing module includes the buying of
goods and services (Procurement) by creating
and processing requisitions, purchase orders,
receipts, and procurement card (ISSP and
PCard) transactions.

eProcurement

Like Purchasing, eProcurement provides for
Procurement but uses a web-based model. It is
similar to an online shopping cart experience
for users requesting goods and/or services.
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/};\/ Procurement Overview (continued)

Strategic Sourcing Cardinal Functional Areas

The Strategic Sourcing module allows
users to create and award bids/proposals
to purchase orders or contracts.
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Receivable

The Procurement Contracts module builds,
manages, and archives all Cardinal
contract related information.
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@ Key Concepts: PCard and ISSP
/

Key Concepts

The procurement card process reduces manual processes and administrative efforts normally needed to
track purchases and make related supplier payments.

VDOT uses two types of procurement cards: PCards and ISSP Cards. These cards allow users to
purchase goods using charge cards which are then paid electronically.

PCards are issued to individual users for purchases; ISSP Cards are issued by stock location, and are
typically used for purchases related to vehicles, equipment, and maintenance stock.

Each day Cardinal receives purchase data from the bank (for PCards) and from the supplier (for ISSP
cards).

Cardholders review their PCard purchases so those associated with a PO (purchase order) can be
transmitted to eVA (the Commonwealth’s web-based procurement process) as a confirming PO. The PO
Is then issued to the Supplier. ISSP data related to vehicle maintenance is sent to FleetFocus M5 daily.

Once Cardholders review and reconcile transactions they can be approved. After approval, transactions
are sent to AP and paid electronically.



p PCard/ISSP Process
/

PCards and ISSP integrate with the Accounts Payable e e
functional area and interface with several external Transactions : Updatt.e
systems: from Supplier ARsacken
« PCard and ISSP Suppliers !
) FleetFocus M5 Verify & Accounts > Ganaralladaer
. eVA (PCard only) Approve Payable * g
Accounts Payable integrates with the General Ledger PCards Confirming Ver!ic,e
module by generating a journal entry which records PO: RO1 History
the related accounting distribution for PCard and ISSP
transactions.
eVa FleetFocus M5
If a transaction contains a distribution related to the
repair or maintenance of vehicles or equipment, the
data is transmitted to FleetFocus M5. Click on image to enlarge

These integrations and interfaces are detailed on the
next few slides.



/;/ PCard and ISSP Integration and Interfaces
/

PCard and ISSP Transactions from Supplier:

PCard

« Each day the PCard Supplier (bank) sends a file to Cardinal that loads transactions for all Card Holders.

« Monthly Accounts Payable vouchers are generated for PCard transactions and a payment is sent to the
PCard supplier.

ISSP

« The ISSP Supplier sends transaction information to Cardinal daily in a secure file, by ISSP stock location.
Cardinal sends approved /vouchered stock transactions back to the ISSP Supplier daily.

« Each day Accounts Payable vouchers are generated for ISSP transactions and a payment is sent to the
ISSP supplier.

PCard eVA Interface: In compliance with procurement policy, PCard transactions that are not done over-
the-counter (OTC) are transmitted to eVA as a confirming purchase order. A confirming PO is a PO issued
after the fact by a procuring agency to a supplier for goods or services ordered orally or by some other
means.

FleetFocus M5 interface: Cardinal interfaces with FleetFocus M5, sending PCard and ISSP data related to
vehicle maintenance and repairs daily. ISSP data sent to FleetFocus M5 may include Work Order Number,
Equipment ID, etc.



@ PCard and ISSP Process
/

Since PCard and ISSP Suppliers transmit transactions to Cardinal daily, it is not necessary to enter
transactions from receipt information or manually maintain an external log. Card transactions may be
updated, verified, and approved daily.

« PCard Only:
« Each PCard Holder is issued a card with a unique number.

« PCard holders purchase items from a merchant. A swipe or transmittal of the card data allows the
merchant to capture purchase details and subsequently receive payment from the Card Supplier
(bank).

« At month end, the Accounts Payable Processor runs PCard queries for PCard transactions to ensure
all transactions have been approved. PCard transactions with the status of Approved and Budget
Checked are processed to a voucher and a payment is sent to the Card Supplier.
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/p/ PCard and ISSP Process (continued)
4
y 4

ISSP Only:

Each ISSP stock location is assigned a unique card number to identify its transactions. ISSP users
simply charge at the Supplier's counter (shop). A voucher is generated daily and the ISSP supplier
receives payment.

ISSP transactions are specific to purchases related to vehicles, equipment, and maintenance stock. The
ISSP supplier supplies vehicle repair parts and shop items for Cardinal end users. Every location has its
own unique card number.
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4/ PCard and ISSP Process (continued)

The PCard and ISSP card process involves locating
the transaction, reviewing, and updating the
transaction.

This may include:

« For PCards transactions, Enter eVA PO Type
(RO1, X02, OTC, etc.)

« Add/Update accounting distribution(s)
« Create and track disputes

« Track credit resolution

« Verify transactions

« Approve transactions

Once a transaction has been set to Verified it is ready
for approval by the supervisor.

PCard and ISSP Holder Transaction Review / Reconciliation

[ T T 1
| PCard Onty |
I\ Erter PO Type '
| t | Update
Access PCard Supplier ID, ltem ;
St Transactions ID, Supplier Cardnal PO? | o giqﬂ!ng
Jirnais : itrioution
|

Yes

|

|

|

| |

| |

| |

| Associate to PO

: : No Yes

Budget Checked Setto E”}‘\ef D‘Sﬁ)ged
& Routedto AP Verified moun
Comment

End General Ledger [«

Accourts Payable

Supervisor Approval

Setto
Approved

Approver
Reviews in
Pagelet -
Natify
CardHolder
to Effect
Resolution

Ye!
No

Card Holder Reconciliation - Credit Collection (Dispute Resolution)

Access Disputed Mark End
Transactions Collected

Click on image to enlarge
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}) Lesson 1: Checkpoint
/s

Now is your opportunity to check your understanding of the course material.

Read the question on the next slide(s), select answer(s) and click Submit to see if you chose the correct
response.
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PCard and ISSP transactions are loaded into Cardinal at what interval?

Monthly
Weekly

BiMonthly

O O O O

Daily

14



},) Lesson 1. Summary
/

‘ Understanding PCards and ISSP

In this lesson, you learned:

PCards and ISSP cards simplify purchases and the related payment process.

PCard and ISSP transactions are processed using the Procurement Card menu in the Purchasing module.
PCard and ISSP transactions are loaded into Cardinal daily by the PCard and ISSP Suppliers.

Cardinal users verify and approve PCard and ISSP transactions.

PCard and ISSP transactions involving vehicle repairs and maintenance are sent by Cardinal to
FleetFocus M5.
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}) Lesson 2: Introduction
Y4

‘ Reviewing and Reconciling Transactions

This lesson covers the following topics:

Accessing and Using the Procurement Card Transactions Page for PCard and ISSP transactions

Creating and Reviewing Disputes

Submitting Transactions for Approval

Transaction Reconciliation

16



/p/ Accessing the Transactions

Locate a Transaction

Use the Reconcile Statement Search page to locate both PCard and ISSP transactions.
Navigate to this page using the following path:

Main Menu > Purchasing > Procurement Cards > Reconcile > Reconcile Statement
PCard:

To locate a PCard transaction, enter the Employee ID and select the Card Issuer from the drop-down. Click

Search.
PCard

Favorites » Main Menu - » Purchasing» > FProcurement Cards» » Reconcile= @ Reconcile Statement

Reconcile Statement Search

Role Mame| v|

Employee 1D 00294336000 |

Name HO,YANI Q
e (M OVA District 9 - BoA Visa




}) Accessing the Transactions
/

ISSP:

To locate an ISSP transaction, enter the Employee ID which is the ISSP number followed by the District’s
number. For Name enter the District followed by the District's name. Select a Statement Status and click
Search.

Favorites = Main Menu = > Purchasing = > Procurement Cards = » Reconcile = » Reconcile Statement

Reconcile Statement Search

Role Name | v |
Employee ID ISSP5 Q
Name District HamptonRoads Q
Card Issuer v|

Card Number
Transaction Number
Merchant il Exact Match
Sequence Number
Line Number
Billing Date Q To Q

Statement Status | Staged W




#/ Reconcile Statement - Procurement Card Transactions
/

The Reconcile Statement — Procurement Card
Transactions page displays transactions loaded daily,
along with merchant name, transaction amount, and
date.

This page is used to review, verify, manage, and
approve PCard and ISSP transactions.

Transactions identify the Card Number (last four
characters only), Trans Date, Merchant, Status,
Transaction Amount, and Currency, and also have
icons which can direct the user to Line Details,
Comments, Distributions and more.

Verify the charge records against the information on
the Procurement Card Transactions page and make
sure they agree.

This screenshot is an example of a Supervisor’'s view
of multiple cardholders’ transactions.

Favoriies | Main Menu ~

[#% CARDINAL

Reconcile Statement
Procurement Card Transactions

Crun Budget Validation on Save

Bank Statement
Transaction || Biling

Employee Namea

16 W} BENNETT-STUMP,MECHELLE L

17 [] BENNETT-STUMP,MECHELLE L

18 [] BLANKENSHIP,TERESA G
19 [] BLANKENSHIP,TERESAL

20 [] BLANKENSHIP,TERESAL

21 [] BLANKENSHIP,TERESAL
22 [] BLANKENSHIP,TERESAL
23 [] BLANKENSHIP,TERESAL

24 [] BLANKENSHIP,TERESAL
25 [] BLANKENSHIP,TERESAL
28 [] BLANKENSHIP,TERESAL
27 [] BLANKENSHIP,TERESAL
28 [] BLANKENSHIP,TERESAL
28 [] BLANKENSHIP,TERESAL

30 [] BLANKENSHIP,TERESAL
<

Select Al ] Clear All

» Purchasing ~

> Procurement Cards ~

Al ~ | Search

Card | Card Numb»

BAVIZ  seessessasy 6345
BAVI2  eesssses 5345
BAVID ey 6667
BAVID e 9626
BAVID — esessessas 0626
BAVID sk 0526
BAVID e 9626
BAVID s 0526
BAVID — esessessas 0626
BAVID — sesessessas 9626
BAVID e 0526
BAVID s 9626
BAVID e 9626
BAVID e 9626
BAVID e 9626

Stage

> Reconcile »

% | Advanced Search

Personalize | Find | View 9 | I@\ E

Trans Date  *Statusv

|

08/04/2016 | Staged ~

08/04/2016 | Staged ~

07/28/2016 | Staged ~
07/15/2016 | Staged ™

07/25/2016 | Staged ~

06/15/2016 | Staged
07/08/2016 | Staged
07/08/2016 | Staged

0672812016
0673012016
07/08/2016
06/20/2016 [Staged |
06/15/2016
0710712016
06/28/2016

< £ £

(I(((

<

<

Verify

» Reconcile Statement

Merchantr

AMERICAN FUNDING SOLUTION s0e2000s”
AMERICAN FUNDING SOLUTION 4,900.00 US
WYTHEVILLE OFFICE SUPP 187.21 US
GANON SOLUTIONS AMERIC 372828 US
RICHMOND COMMERCIAL SERVI 0.30US
RICHMOND COMMERCIAL SERVI 030US
THE SUPPLY ROOM AOFD 599US
VA DEPT OF CORRECTIONAL E 1165 US
AAM SUPPLY, LLC 20.70US
THE SUPPLY ROOM AOPD 30.36US
VA DEPT OF CORRECTIONAL E 36.00US
IN “INKIMART OF NOVA 38.92US
NIGP 40.00US
GUERNSEY OFFICE PRODUCTS 4270US
uPs smoous™
>

Home

1to 343 of 343

1] 4] (][]

First ‘4 1-100 of 343 '* Last

Validate Budget

Click on image to enlarge
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(continued)

PCard Transactions — Card Holder View

This screenshot is an example of a Cardholder’s view of their own transactions.

Reconcile Statement - Procurement Card Transactions

ORACLE S

Reconcile Statement
Procurement Card Transactions
Empl ID 00133191700 Name
IRun Budget Validation on Save
Bank Statement

Billing

Card Issuer Card Number

Transaction

Trans Date  Merchant

# | Advanced Search

Perzsonalize | Find | View All | LE'| L:.‘

*Status

Approved A%

Transaction

Amount Currency

550.40 USD

> (4 valid Valid

Verify Approve

Validate Budget

1 [ BAVIS s 0578 07/30/2016 PREMIER STAFFING SOURCE
L4
™ setectan O Cearan | Stage

Home Worklist

Mew Windo

First ‘4" 1of1 "2/ Last

Budget Chartfiel;
Status Status

>
|

Click the Line Details icon to open the Reconcile Statement — Transaction Details pop-up window.
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4/ Reconcile Statement - Line Details

Additional transaction details provided by the merchant can be seen on the Trans Details pop-up window.
The posted date is displayed on the header.

Additional information may be supplied with a transaction, such as item description, merchant category,
tracking number, etc. Data is displayed on the available tabs and is display only.

Click the Return button to return to the Reconcile Statement — Procurement Card Transactions page.

ProCard WISA Trans Details P
Help

Card Number === 0578
| Posted Date 07/30/2016 |
Transaction Number 200085375
Sequence Number 422

Card Transaction - Type 5 Personalize | Find | View an | &0 | B First ‘4 10f1 &) Last
Tab1 || Tab2 || Tab3 || Tab4 || Tabs || Tab6 || Tab7 || Tabs || Tabg || Tab10

Pericd Acquiring Bin Card Acceptor ID Supplier Name
1 PREMIER STAFFING SOURCE
Line ltem Detail - Type 7 Personalize | Find | view An | 2 | B First ‘4’ 10f1 &' Last
Tab 1 Tab 2 Tab 3 Tab 4
Itemn 5eq Meszage ldentifier Item Commodity Code Itermn Description

1 1 FIN; ANCHOR




/;/ Reconcile Statement - Line Comments
J

From the Reconcile Statement — Procurement Card Transactions page click on the Comments icon to
enter or view comments for a transaction.

Click the OK button to return to the Reconcile Statement - Procurement Card Transactions page.

ProCard Comments

Help
Line 224 Description REFUMD FOR DUPLICATE CHARGE
Reference
Transaction Line Comments Find | View All First '3’ 1of1 '} Last
Comments: Status | Active v| =
(El

eVA PO #D01618814 CANOM SOLUTIONS AMERICA
IMY # 938670968 FPRINTER MAINTEMAMCE, CREDIT FOR INVOICE CHARGED TWICE.
WITA CONTRACT #WA-130405-C5A, MO EXPIRATION DATE FOURND.

DALE ROBINSOMN, APPROVER

This is a comment. | can comment.

&
Associated Document
Attachment Attach

o

o
1
o
]

I oK || Cancel || Refresh




y Reconcile Statement - Accounting Distribution
J/

Assign Chart of Account Values to the Transaction

« PCard Holders must update the accounting distribution for all transactions.

« ISSP users must update the accounting distribution for transactions where the card number ends in V.

For all other ISSP transactions the distribution is prefilled and may not need modification.

« Select a transaction line and click on the Distribution icon at the end of the transaction line.

« Be sure to scroll right/left to see all fields and icons.

[#8¥ CARDINAL Al

~ | Search

Reconcile Statement
Procurement Card Transactions
Empl ID 00123191700 Name
{IrRun Budget Validation on Save
Bank Statement

Billing

Card Number

Transaction

Card Issuer Trans Date  Merchant *Status

1 BAVIS 07/30/2016 PREMIER STAFFING SOURCE

<

# | Advanced Search

Personalize | Find | View All | L’E‘I ':"

Approved ~

Tra

nsacti
Amount

tion
Currency

550.40 USD

First ' 4

Home

1of1

Budget
Status

@ & |Egfvaia

= Select All O Stage Verify

Clear All

Approve

Validate Budget

Worklist

MNew Windoj

> Last
Chartfiel;
Status
Walid
>

Click on image
to enlarge

For more detailed information about accounting distribution, see the job aid entitled 501 PR349: PCard &
ISSP Reconciliation and Approvals located on the Cardinal website in Job Aids under Training.
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#/ Reconcile Statement - Accounting Distribution (continued)
/

Assign Chart of Account Values to the Transaction

Enter the ChartField values. The transaction may be added/split between multiple accounting distribution
lines, if necessary.

One SpeedChart can be used per transaction. To use multiple SpeedCharts the transaction must be split.
Check for errors and correct.
Click OK.

On the Reconcile Statement - Procurement Card Transactions page is the Validate Budget button.
The Validate Budget process verifies that the ChartFields and combination edits are valid, and validates
existing budget rows for the ChartField combinations. Validate Budget is run as a batch process hourly
from 7:00AM to 4:00PM. You may also run the process manually by clicking Validate Budget.

—
— - = I— w—

ProCard Account Distribution
Help|

Line 20 PO Qty 1.0000 UOM EA

Billing Date D&(15/2016 Billing Amount 3092.00 USD Unit Price 3092.00000
I SpeedChart U I Transaction Unit Price 3092.00000 “Distribute By
Distributions Persona lize | Find | view An | 2| First ‘4 1of1 ® Last
Chartfields Details/Tax Statuses
Dist Percent Amount Currency *GL Unit *Accoun t Fund Program Department Cost Center Task
1 100.0000 3092.00| USD 50100 |Q (539280 Q, [o4100 |&, [6292001 <, [10003 <y, [11120010 Q
< >

[ OK || cancel || Refresh |
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}) Reconcile Statement — Purchase Detalls
J

PCard Only:
Determine the eVA PO Type

At the bottom of the Reconcile Statement — Procurement
Card Transactions page one must click on the Purchase
Details hyperlink.

When accessing the Purchase Details page the eVA PO
Type is automatically updated to OTC. If this page is not
accessed the eVA PO Type remains blank. To ensure the field
is not left blank and to update the eVA PO Type from the
updated value of OTC to a correct value for this purchase,
must be accessed the Purchase Order pop-up window.

[E01 |Emracy Bill Vendor

[EPO|[Existing PO

|[EVP |eVA Purchase Order

'['GOP'Frl’O'ran DpOTIUnIty

INV |PCard Payment of Invoice
IISP [Integrated Supply Serv Prog

|OTC |Over The Counter eVA Exempt

[PO1 |Propnietary Bill Vendor

IR0O1 [Routine Bill Vendor

[S01 |[Sole Src Bill Vendor

IVE1 |[Emrgcy VITA Bill Vendor
[VP1 |[Proprietary VITA Bill Vendor
IVR1 [Routine VITA Bill Vendor
VS1 |Sole Src VITA Bill Vendor

[X02 lExcluded Per APSPM

25



}) Reconcile Statement — Purchase Detalls
J

Set the criteria used to determine which PCard

transactions are sent to eVA on this page. Select the [E01 |Emracy Bill Vendor

proper value for the eVA PO Type field. [EPO|[Existing PO
[EVP |eVA Purchase Order

« Transactions requiring a confirming order are set LU AT Ly _
to RO1 and Cardinal will transmit to eVA. INV [PCard Payment of Invoice
ﬂSP ﬁnteqrated Supply Serv Prog
« Transactions that do not transmit to eVA include: |OTC |Over The Counter eVA Exempt
P01 |Proprietary Bill vendor
— Transactions related to an existing Cardinal IR01 |Routine Bill Vendor
PO or eVA PO |SO1 |[Sole Src Bill Vendor
IVE1 |Emrgcy VITABIll Vendor
— Transactions related to payment of an invoice I\VP1 |[Proprietary VITA Bill Vendor
IVR1 |Routine VITA Bill Vendor
— OTC transactions [VS1 [[Sole Src ITA Bill Vendor

IX02 [Excluded Per APSPM

The Agency Procurement and Surplus Property

Manual (APSPM) documents the requirements for
determining the eVA PO Type to use for PCard
transactions such as R01, X02, or OTC. See the
APSPM for additional details and requirements.



/2

/
L,

Reconcile Statement - Purchase Detalls (continued)

ProCard Purchase Order

Line 20
Merchant AMERICAN FUNDING SCLUTION
City 816-2246201

State MO
Country USA
Purchase Order
*Business Unit 50100 Q, Original PO N eVA PO Type ROT Q. Routine Bill Vendor
PO |D Q ﬂ‘ﬁ n‘dﬁi I{nfhnd IRi=]] I
VA Interfaced RSEV
PO Line Q
eVA Ditm
PO Sched Q Cancel In eVA?Z:
Vendor ID 0000015305 Q. W W GRAINGER INC
Address Sequence Nbr 4|Q 2424 Magnolia Ct
YA10000301
Richmond, VA 23223
Ship To [50100 Q. WA Dept of
Item 1D 0051404000 Q. ABRASIVES, PLASTONE
Category 0051404 Q. ABRASIVES, PLASTONE
Supplier ltem
*Quantity 1.0000
*UOM A |
Unit Price 3,092.00000, ysp Transaction Amount 3092.00
~| Bill Includes Tax if Applied
W Tax Paid
[Sales/Use Tax Category Search “iew Hierarchy PO Pick List
OK || Cancel || Refresh |
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Reconcile Statement — Status Update

Set th e Tran S acti 0 n Stat u S to Ver i fi ed Favorites + | Main Menu » > Purchasing~ > ProcurementCards+ > Reconcilew > Reconcile Statement

] . | v |Search % | Advanced Search
 Once the transaction has been reconciled, set the Procurement Card Transactions

transactl on Stat us from Stag ed to Ver | fl ed . Empl D 00204024000 Name BENNETT-STUMP MECHELLE L

Card Number ***=e===5345 Card Provider BAVI2
CRun Budget Validation on Save

Home: W

=

110103 0f 103

 Click Save. mllzio

Bank Statement Personalize | F[ndl\-’\ew9||E First ‘4 1-1000f 103 '»' Last
Transaction | Biling

A supervisor can then set the transaction Status il B i i e i

f V . f d t A d 1 {"} 0712212016 Approved PREMIER STAFFING SOURCE 556,80 USD B ® ERvaid  vaid Yes No .
rom erl I e O p p rove ) 2 [] 020172016 LAS TRUCKING AND CONSTRUC 151.74 USD B @ & vald valid Yes No
3 [ 08012016 PREMIER STAFFING SOURCE 54288U8D B ® Evaic  vaid Yes No
4 [] 08012016 PREMIER STAFFING SOURCE 54360USD B® Rvad  vaid Yes No
5 [] 08012016 PREMIER STAFFING SOURCE 556,80 USD B® Rvae  vaid Yes No
6 [] 080172016 PREMIER STAFFING SOURCE 556.80 USD B & B vald Valid Yes No
7 [] 08/03/2016 [[Veriied | |IN *J.0. HERBERT COMPANY, 595.00USD B® Rvad  vaid No No
3 [ 020172016 PREMIER STAFFING SOURCE 635.33USD B @ 5 vald valid Yes No
9 [ 02032016 IN%J.0. HERBERT COMPANY, £65.00 USD B ® Rvaic  vaid No No
10 [ 0810312016 IN *J.0. HERBERT COMPANY, 711.20USD B & Evali Valid No No
11 [J 0a012016 FLINT TRADING, INC 1,262.80USD B @ Rvad  vaid Yes No
12 [] 0810312016 |IN *J.0. HERBERT COMPANY, 2,576.00USD B & B vai valid Yes No
13 M 0210412016 AMERICAN FUNDING SOLUTION 3,002.00USD B (& B NoiChkd Vaid Yes No
14 [ 0810112016 LAS TRUCKING AND CONSTRUC 3,340.00USD B ® B vaid Valid Yes No
15 [] 0810412016 AMERICAN FUNDING SOLUTION 4,900.00 USD B O B3 Netcnkd vaid Yes No v

Click on image to enlarge
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}) Simulation: Reconciling a PCard Transaction
/

You will now view a simulation that demonstrates how to Reconcile a PCard Transaction.

Click on the icon below to start the simulation.
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http://www.cardinalproject.virginia.gov/Simulations/VDOT/Procurement/Using and Maintaining PCards and ISSP Transactions/index.html?Guid=9100154f-87da-4119-bae0-f920a045ac03&Mode=T&Back

s/ Reconcile Statement - Creating and Reviewing Disputes

To dispute a transaction go to the Billing tab of the Reconcile Statement — Procurement Card
Transactions page.

Navigate to this page using the following path:

Main Menu > Purchasing > Procurement Cards > Reconcile > Reconcile Statement

|?¢CARDENAL| All = | Search | Advanced Search

Reconcile Statement
Procurement Card Transactions

O run Budget Validation on Save

Bank Statement Personalize | Find | view a1 | &2 | & First (4 1.40f4 &) Last
Transaction Billing
Reference Description Billing Date Billing Amount Currency Prepaid Ref Dispute Amount Credit Collected
1 REC 1882736, INY 10022, POL 3, WIE| 08MER2016 595.00 USD 20.00 [
2 REC 18582736, INV 10022, POL 4, W15 05/M1152016 665.00 USD 0.0o
3 REC 18582736, INV 10022, POL 2 SIG| 05/M1572016 F11.20 USD 0.0o
4 REC 18582736, INV 10022, POL 1 SI1G| 05/M152016 2,576.00 USD 0.0o
™ ciect an O cyear an Stage erify Validate Budget
Search Purchase Details Split Line Disfribution Template

|[5]save ||[=]mMotify ||i* Refresh |




). Reconcile Statement - Creating and Reviewing Disputes
/ﬂ (continued)

If there is a dispute the PCard or ISSP Supplier must
be contacted.

CARDENM- Al = Searh | Advanced Search

. . Reconcile Statement
In most cases where transactions are disputed, the orocurement Card Transacions

vouchers are still paid in full. The merchant, or

ClRun Budget Validation on Save

Supplier, will credit the transaction later. Bank Statement Personalze | Find [View Al | 2| B First (4 14074 0 Lot
Transaction
Ste pS to Create a d | S p ute . Reference Description Billing Date Billing Amount Currency Prepaid Ref | Dispute Amount | Credit Collected
. 1 REC 186273, INV 10022, POL 3, VIg| 081502016 595.00U3D 2000 O
° Locate the trans action . 2 REC 186273, INV 10022, POL 4, VIg| D&1502016 £65.00UD 0.0
3 REC 186273, INV 10022, POL 2 51| 081502016 71120030 0.0
d On the ReCOHCile Statem ent — PI’OCU rement 4 REC 1382736, INV 10022, POL 1 S1G| 031572016 257600USD 000
Card Transactions page click the Comments % O g n S Ve | T Veidsomae |
icon and enter a detailed explanation about the
d |S p u te Search Purchase Detalls Split Line Distribution Template

[ zave ||F=]Notify || Refresn

« Click on the Billing tab and enter the disputed

amount in the Dispute Amount field.

 Click on the Transaction tab and set the
transaction Status to Verified.

* Click Save.
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), Reconcile Statement - Creating and Reviewing Disputes
/ﬂ (continued)

Reviewing Disputed Transactions

On the Review Disputes page, review the dispute explanation by clicking on the Comments icon which is
available on all the tabs. Once the dispute is resolved and the credit is collected, the transaction is set to
Collected on the Review Disputes page, Transaction tab.

Navigate to this page using the following path:

Main Menu > Purchasing > Procurement Cards > Reconcile > Review Disputes

I? CARDINAL -
F=\ Welcome to Cardinal! All -~ | Search # | mdvanced Search [gl Last Search Results

Favorites = | Main Menu - > Purchasing~ > Procurement Cards ~ > Reconcile- > Review Disputes

Review Disputes
Procurement Card Transactions

Display Unmasked Card Number

Transactions with Dispute Personalize | Find | View All | 2 | E First ‘4’ 1of1 "}’ Last
Transaction || Biling | Cardholder

Transaction

Collected Dispute Amount Card Number Description Trans Date Amount

Currency Merchant
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%/ Submitting PCard Transactions for Approval

Pagelets

The left-hand menu on your Home page is called the menu pagelet. This menu is displayed on the Home
page.

Users may set up a menu pagelet on their Home page for easy access to relevant procurement pages.
Simply select the Personalize Content link on the Home page and select the desired pagelet. In the
example below, the pagelet on the Approver's Home page will display the verified charges awaiting
approval once a transaction has been set to Verified.
Il Personalize Home Page
New Window | Help | & A
PCard Verified Charges by User S ov Personalize Content: P Personalizelm Layout
teme 1[;;123 Herchant i‘;‘n‘:””t [ Tab Name My Page
éAMES CHERL 3215‘06- g LI s Welcome Message Welcome to Cardinall
w 3216.06‘ KINGSPORT TIMES NEW CIR 1545.6 ; Choose Pagelets; Simply check the items that you want to appear on your homepage. e
JAMES.CHERYL |2016-06- NORTHERN VIRGINIA 37925 Remember to click "Save” when done.
S 27 ) Arrange Pagelets: Go to Personalize Layout Cit
J§»—'.I‘.-|ES CHERYL 3215-00- g\loéggé%lngDJA 1204.75
_ PeopleSoft Applications Cross-Financials Cross-Supply Chain
w 3315‘0& VIRGINIA NEWS - ADS 512 4 M pmyCardi:;:Messages [0 Media Sources ] Acﬁ\r:::]':onilur
J;I'.-IES CHERYL ggmfﬂ?f RESIDENCE INNS ALEXAND 1222 23 M myCardina-[ Financials O Operaifonal Threshold Chart [ Total Schedule Spend By Fjeriod
|@ PCard Verified Charges by User | [ ©Operational Threshold Alert [0 PO Contract Spend By Period
M Menu [ Total PO Spend By PO Date

Products
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/,) Submitting Transactions for Approval
/

Pagelet for Approval

« Supervisors are notified in the pagelet of PCard and ISSP transactions that have been set to Verified and
require their approval.

« Supervisors should approve transactions daily.

« The transaction links will open the Reconcile Statement page where the Supervisor may review, update,
and/or approve the transactions.

PCard Verified Charges by User - Ov
Trans Sum
Name Date Merchant Amount
——g‘*""'ES'CHERYL 3315‘06' ROANOKE TRIBUNE 165.6
M 3215'06‘ KINGSPORT TIMES NEW CIR | 1546.6
g‘hﬁm 3216'05' NORTHERN VIRGINIA 379.25
JAMES.CHERYL [2016-06- |IN *LOCAL MEDIA 1204.75
S 27 CONNECTIO :
JAMES.CHERYL 12016-09- |vIRGINIA NEWS - ADS 512
;’%ﬁm 3315'0?' RESIDENCE INNS ALEXAND |[222.23

For more detailed information about approving PCard and ISSP transactions, see the job aid entitled 501
PR349: PCard & ISSP Reconciliation and Approvals located on the Cardinal website in Job Aids under
Training. 34



s/ Cancelling a PCard Transaction in eVA

V4

PCard Transaction - Purchase Details
« Select (check) the transaction to be cancelled in eVA.

* Click on the Purchase Details hyperlink.

Reconcile Statement
Procurement Card Transactions
[ODisplay iinmasked Card Number
[] Run Budget Validation on Save
= tatement
F: it A Biling
Employee Name Ic:sr:er Card Number= Irans Pate  mercnant *Status TranAsr;l-lc:l
¥ ISIMMONS, BAVI3 R T AT 12/29/2016 |VADEPT OF CORRECTIOMNAL E Approved e 2|
2| [ |BYERLY, BAVIZ R 4B19 12/27/2016 |OBBCO SAFETY & SUPP Approved ~ 18
3 [ RAD, BAVIZ it 8942 120232016 |COURTYARD RICHMOMND Approved ~ 51
(=3 W
4 [ RAD BAVIZ FEERRRRERERO42 1202202016 WM Approved ~ 55
ALY
5 [ RAD, BAVIZ T 3042 1202202016 ﬁmw Approved W 55|
(=3 ALY
6 [] RAD, BAVI3 FEERRAEEEAEE042 12/22/2016 ﬁﬁmw Approved S 55
ALY
7 [ RAOC BAVIZ s O 12/22/2016 ﬁfmw Approved e 55
S W
g [ RAO, BAVIZ FEERRAEEEAERO42 12/22/2016 ﬁﬁmw Approved N 55
W
2] RAQ BAVIZ FEERRAEEEAER042 12/22/2016 ﬁ?mw Approved ~ 55
< >
Select All E Clear All Stage Verify Approve Validate Budget
Search SplitLine Distribution Template




s

V4

PCard Transaction - Purchase Details

Note: the eVA Dttm: field is populated.

/,} Cancelling a PCard Transaction in eVA

RO1 type transactions are the only transactions that will transmit to eVA.

Reconcile Statement

Purchase Details

Line:
Merchant:
City:
State:
Country:

*Business Unit:
PO ID:

PO Line:

PO Sched:

Vendor ID:

Address Sequence Nbr:

Ship To:
Item ID:
Category:
Vendor ltem:
*Quantity:
*UOM:

Unit Price:

[Tax Paid
Salesi/Use Tax

OK Cancel

17
VA DEPT OF CORRECTIONAL E
804-7434136

VA
USA 24902
50100 OJ Original PO: | eVA PO Type: I RO1 OJ Routine Bill Vendor
@ eVA Order Method: URL @,
o eVA Interfaced: SEVA @,
d eVA Dttm: [ 0770372017 6:31.20PM
@, Cancel In eVAZ: []
VIRGINIA CORRECTIONAL ENTERPRISES
PO BOX 13799
VA10022779
RICHMOMND, VA 23225
LYNCH ENY @, LYNCHENY
0504045000 2, MISCELLANEOUS SUPPLIES
0504045 2, MISCELLANEOUS SUPPLIES
1.0000
EA |@

27.000000 pysp

+| Bill Includes Tax if Applied
Category Search

Refresh

Transaction Amount:

View Hierarchy

27.00
PO Pick List
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},) Cancelling a PCard Transaction in eVA (continued)
/

PCard Transaction - Purchase Details
« Check the Cancel in eVA checkbox. Note: the checkbox is now grayed out and cannot be reversed.

« The transaction will be transmitted to eVA and will be cancelled automatically.

Reconcile Statement

Purchase Details

Line: 17

Merchant: WA DEPT OF CORRECTIONAL E

City: 804-7434136

State: WA

Country: (WE=T) 24902
=

*Business Unit: 50100 2., Original PO: N eVA PO Type: RO1 @, Routine Bill Vendor
PO ID: a eVA Order Method: URL @&,
eVA Interfaced: RSEV @,

PO Line: @, eVA Dttm: 01/03/2017 6:31:20PM
PO Sched: @, | canceimevaz v |

Vendor ID: VIRGINIA CORRECTIONAL ENTERPRISES

PO BOX 13799
Address Sequence Nbr:

VA10022779
RICHMOMND, VA 23225
Ship Te: LYMNCH ENV @, LYNCH ENV
Item ID: 0504045000 2, MISCELLANEQUS SUPPLIES
Category: 0504045 O, MISCELLAMEOUS SUPFPLIES
Vendor Item:
*Quantity: 1.0000
*Uon: EA @
Unit Price: 27.00000| ysp
[JTax Paid ~| Bill Includes Tax if Applied Transaction Amount: 27.00
Salesi/Use Tax Category Search View Hierarchy PO Pick List

OK Cancel Refresh




(L,

7} Monthly Reconciliation
/

PCard: o
A h d f h P C d h | b . I I . CARDINAL s ool Al ~ | Search | Advanced Search (o] Last Search Resulls
t t e e n O e aC ar m 0 nt y I I n g Favoritas - Main Menu - » Purchasing~ > Procurement Cards » @ Review Bank Statement
cycle, the Accounts Payable PCard Processor
- . Review Bank Statement
verifies that all transactions for that statement
I Total Amount Cumency
billing date have been approved and have a Clospiy tnmastad Cord omber
i'l-'ruu'u:ﬂnn‘ LETUmary| mtomize | Eind | View Al B ]THE %
valid bud g et status. If there are transactions EmpiioCard Humber Teans bate [Transaction Humber Biling Amour |Currency |Werchant Suatun [Voucher io
- 00000000059 =mwremm—= 612 0522010  243880840132230106910378 27873 UsD AGE HARDWARE - VEROMNA Slaged 2,
that have nOt been approved 7 the Approver IS 11111 :"""“"“35'15 iUwZﬂU‘o -2‘132‘303013312213201DU33 EQQS:USD WYTHEVILLE OFFICE SUFPFP .313ﬂPﬂ
n Ot'f' e d . 1 [reereans |osiav2010 |24892180133000113708300 s1.80|usD SUB"WASHINGTON GO NEWS lstaged
1114111 :"""“"“8553 ins-narzow 24692160133000113799378 10 oo:usn SUB*RICHLANDS NEWS Staged
1111192 [reeseeengeg 051132010 | 24425130134506169010052 900.72|USD RICOH CORPORATION Slaged
N avi g ate tO th IS pag e usin g th e fOI I owin g path : 1111111 ;--""-"-"402? :05.112.2010 24210730133207088500292 129 gg:usn ROCKING R HARDWARE 1 Slaged
1111111 . *=+2005 .QSJ'IBED“) .2432'3D3013312245301D042 10 DD.USD THE OFFICE PLACE INC .queﬂ
1111111 i""'"“"‘5612 :QSH]JZD“J -%245510134200399]00294. 59 BD:USD DAILS HOME CENTER .siaq ed
M aln M enu > P urc h asin g > Pro curemen t o e 7683 |ceramnic |morsiaeisseoneiasrrie) T | |stagea
. I | | [ [ | [
Car d S > R eVI eW B an k St at e m e n t 1111112 I 3088 !USHMU“J -245921501330DUU5503D523 SQ.DS!USD COMCAST OF CHARLOTTESY .513“?0
1111112 TR I088 05M/20490  24425130134506169010045 49536 USD RICOH CORPORATION Varifiad
0000000002 :------------11?0 inwaazum 24246510133015000065573 1464 :-'a:uso KEROX CORP. XGSRBO varitea 1
I S S P Car d . PO E— |osar2010 [2322030133 122483010002 46.54/USD THE OFFICE PLACE ING Varifiad
. . . 0000000002 :--"'-""-'9215 :nsnwow 24639230133900015100103 10 uo:uso FAYE'S DFFICE SUPPLY verifiod
ISS P transaCtlonS are reconci Ied (Verlfled and 000000000 |+s++esssssnsgais 051212010 | 24635230133500015100103 239.62|USD FAYE'S OFFIGE SUPPLY Verified .
£ : [

approved) and paid daily. Click on image to enlarge
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/;/ Reviewing Transactions
7

Transactions that have not been closed (i.e. vouchered) can always be reviewed.
Navigate to this page using the following path:
Main Menu > Purchasing > Procurement Cards > Review Bank Statement

Available status options include Initial, Staged, Verified, Approved, Not Closed, and Closed. Closed
transactions will show the voucher number.

For more detailed information about approvals, see the job aid entitled 501 PR349: PCard & ISSP
Reconciliation and Approvals located on the Cardinal website in Job Aids under Training.

I?CARDINAE | -
=y Welcome to Cardinal! Al - | Search | pdvanced Search  [o] Last Search Results

Favorites - Main Menu - > [Purchasing = > Procurement Cards =~ > Review Bank Statement

Review Bank Statement

Card Issuer 155P0 Billing Date 07/0172011
Total Amount Curnency
O Display Unmasked Card Numbser
[reansaction SLmmany|

Empd 10 Card Number Trans Date  Transaction Humber Billimg Amount Currency Berchant Stalus Voucher D
-

00000Q0O0Se *emeemEE0E12 OS5 22090 | 243388401 3223010691037E 27373 UsD ACE HARDWARE - VEROMA, Slaged -

{ | I i |
111111 I'"'"“"“E|54E| IUE'\HEI'ZEI'ID 243230301 3322132070033 69 43|U3D WYTHEVILLE QFFICE SUFF Slaged
1111111 ekl - 10 052010 | 24692160133000113796390 360 USD SUB"WASHINGTOR QO NEWS Staged

Click on image to enlarge.



}) Lesson 2: Checkpoint
/s

Now is your opportunity to check your understanding of the course material.

Read the question on the next slide(s), select answer(s) and click Submit to see if you chose the correct
response.
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Supervisors will be notified of transactions that have been set to Verified
and need approval in a pagelet on what page?

Home page
Review Disputes page

Procurement Card Transactions page

O O O O

Search page

41



Users can set up pagelets on the Home page.

O True

O False
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Cardholders can dispute a transaction on what page?

Assign Proxies page
Review Disputes page

Disputes page

O 0O O O

Procurement Card Transactions page

43



},) Lesson 2: Summary
7

‘ Reviewing and Reconciling Transactions

In this lesson, you learned:

You can review, dispute, and verify procurement card transactions from the Procurement Card
Transactions page.

You can view full details of a transaction by clicking on the Line Details icon.
Once you verify a transaction, it routes to your supervisor for approval.

Supervisors should check for verified transactions daily. Supervisors should set up a pagelet on their
Home page to display transactions that have been set to Verified and require approval.

PCard transactions are paid monthly.

ISSP card transactions are paid daily.
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}) Course Summary
/

PR349 Managing PCards and ISSP Transactions

In this course, you learned:

* Process Procurement Cards (PCard) transactions
* Process Integrated Supply Services Program (ISSP) transactions

* Review and reconcile PCard and ISSP transactions
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p/ Course Evaluation
/

Congratulations! You successfully completed the 501 PR349: Managing PCards and ISSP Transactions
course.

Click here to access the evaluation survey for this course.

Once you have completed and submitted the survey, close the survey window. To close the web based
training course, click the [X] button in the upper right corner.
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http://www.surveymonkey.com/s/392M6QG

g/ Appendix
/ﬂ PP

« Key Terms
« Diagrams and Screenshots

* Flowchart Key
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/) Key Terms
b e

ISSP Supplier: The supplier that issues the stock item to the agency and receives subsequent payment for
the item.

Over The Counter (OTC): Purchases made at a shop window in person are considered to be an over the
counter purchase.

PCard Feature: Functionality within the Purchasing module that is used to capture and manage credit card
activity and records.

PCard Issuer: The credit card type that is printed on the PCard, i.e., MasterCard, VISA, Discover, etc.
PCard Merchant: The seller of the product(s) who accepts the PCard as a form of payment.

PCard Supplier: The bank that issues the credit card to the agency and receives payment.

Purchase Order: A commitment from an agency to a supplier for the purchase of goods or services.

Reconciliation: The process to accept, approve, or dispute PCard charges, define related details, and
distribute the charges to the appropriate accounts.
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#/ Procurement Card Transactions Page
/

Favorites - | Main Menu -

. CARDINAL

Reconcile Statement

> Purchasing~

Al ~ | Search

Procurement Card Transactions

O Rrun Budget Validation on Save

Transaction || Billing |

Bank Statement

Procurement Cards

8

Reconcile =

> Reconcile Statement

% | Advanced Search

Personalize | Find | View 8 | \ E First

*Status»

Staged

Staged

Staged

Staged

Staped

Staged
Staged
Staged
Staged
Staged
Staged
Staged
Staged
Staged

Staped

Employee Namea Card Issuer Card Number Trans Date
16 &} BENNETT-STUMP,MECHELLE L BAVI2 HAtE 345 08/04/2016
17 [ BENMNETT-STUMP MECHELLE L BAVI2 HetE 345 D8/04/2016
18 [] BLANKENSHIP,TERESA G BAVID i T 07/29/2016
1% [] BLANKENSHIP,TERESAL BAWVID U626 07/15/2016
20 [] BLANKENSHIP,TERESA L BAVID Frmresr0626 07/25/2016
21 [] BLANKENSHIF,TERESA L BAVID ssesss05E  DBM512016
22 [] BLANKENSHIP,TERESA L BAVID segE6 07/08/2016
23 [] BLANKENSHIP,TERESA L BAVID sesesss0ERE  07/0312016
24 [] BLANKENSHIP,TERESAL BAVID Aee0626 DE/28/2016
25 [] BLANKEMNSHIP,TERESAL BAVID Hem 0626 DE/30/2016
26 [] BLANKEMNSHIP,TERESAL BAVID s s B T 5 07/02/2016
27 [] BLANKEMNSHIP,TERESAL BAVID Hem 0626 DE/29/2016
23 [] BLANKENSHIP,TERESAL BAVID Es s 676 DEM5/2016
29 [] BLANKENSHIP,TERESA L BAVID 0626 07/07/2016
30 [] BLANKEMNSHIP,TERESAL BAVID s e B T 06/28/2016
<
Select Al O cearan Stage ‘ pery

Merchantr

AMERICAN FUNDING SOLUTION

AMERICAN FUNDING SOLUTION

WYTHEVILLE OFFICE SUPP

CANON SOLUTIONS AMERIC

RICHMOND COMMERCIAL SERVI

RICHMOND COMMERCIAL SERVI
THE SUPFLY ROCM AQOFD
VA DEFT OF CORRECTIONAL E

AAM SUPPLY, LLC

THE SUPFLY ROCM AQPD

VA DEPT OF CORRECTIONAL E
IN *INKMART OF NGWVA

NIGP

GUERNSEY OFFICE FRODUCTS

urs

[ Validate Budget

4

Home W

110 343 of 343

[H] [« [ ]

1-100 01343 '} Last

Transaction
Amount CUrTer

~
3,002.00U8

4,900.00 Us

187.21 US

-3,728.23 US

-030uUs

03ous
589 US
11.65US

207008

3036 Us
36.00 US

3988 Us
40,00 US
4270US

ssoous”
>

Click on image to return
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#/ Procurement Card Transactions Page
/

Home Worklist

4 CARDINAL All  ~ | Search # | Advanced Search
MNew Windo

Reconcile Statement
Procurement Card Transactions

Empl ID 00133151700 MName

Irun Budget Validation on Save

Bank Statement Personalize | Find | View All | (E1 | E First ‘4" 10f1 '}/ Last

Transaction || Biling | [F0)

y Transaction Budget Chartfiel
Card Issuer | Card Number Trans Date  Merchant Status Amount Currency Status Status
1 M BAVIS bl | LV 077302016 PREMIER STAFFING SOURCE Approved W 55040 USD ﬁ;] - |_=;'; \Valid Walid
< >
4 Select Al O Clear All | Stage | Verify | Approve | Validate Budget |

Click on image to return



,} Review Bank Statement Page

r__ CARDINAL Welcome to Cardinal! ol

~ | Search | # | Advanced Search  [2l Last Search Resulls
Favorites Main Menu - » Purchasing ~ > Procurement Cards ~ > Review Bank Statement
Review Bank Statement
Card Issuer 155P0 Billing Date 0770172011
Total Amount Cumrency

[ Display Unmasked Card Number

EV Tl First Bl 1720 or 53 D agt

Empd I Card Humber Trans Date  Transaction Humber Billing Amount Currency  Merchant Status Voucher ID
UU“DUODUUSﬂl""""""US‘IZ 0SM 22010 -24388540132230105910378. Z?E_TEiUSD -ﬂCE HARDWARE - VEROMA, imaceu - .i
11111 051 22090 :‘2432303013312213201!3033‘ 59 4B|USD -W"I"I'HE\H LLE OFFICE SUFP Slaged |

ik b e T heieisiatsinaialaiial 2553 051 32010 .24392150133005113?96390. 31 EUIUSD -SUB'WFLSHINGTGN GO NEWS Staged |

1111111 ittt 71 2 Q5132010 5243921 3013300ﬂ”3?993?8‘ 1DQU|USD -SUS'RchLANDS MEWS Slaged

1111112 S 3080 05M 32010 | 24425130134506169010052 H90. ?EIUSD RICOH CORPORATION Slaged

1111111 0SM 22010 :2112 10?301:!320Tﬂ38§0|32§2- 1249, BQ|U$D .ROCKING R HARDWARE 1 Slaged |

1411111 ERRMIRELERL 2005 05H 32010 -24323D30133122453I]10042- 10, DI:I!LISD -THE OFFICE PLACE INC Iaaged |

1111111 bl =1 ) 4 052010 :242-'55101342DE|39930D294 59 BﬂlUSD DAILS HOKME CENTER Slaged

1411411 el i 05122010 | 24073140133900013977134 1. 320_4T|U5D MARSHALL MILLER & ASS0CIA :51EIQEI:|

1111112 FERmmmmRE 0BG 05 Z010 :-245921 Eﬂ'l:‘l:il]DUﬂ&EUﬂDBZB- 9. DE!UBD -CQHC-SST QOF CHARLOTTESY Slaged |

1111112 05132090 | 244251 30134506160010045 dQS_SEIUSD RICOH CORPORATION Varifled

QOO00000O02 | =mrmm—— 1170 05M 22040 ;242413510133015UDOU65573: 1,464 ?E!USD :XEROX CORP. XOSME0 variflad | 1
1111111 . 2005 QSM 32010 | 243230301337122453010042 L) 54:USD THE OFFICE PLACE NG Warified

0000000002 | =+eeereiatgaiG 05M 202010 :2453923013390U¢15|0D103 ‘":IﬂﬂiUSD FAYE'S OFFICE SUPPLY Warified

0aooOgoOge | eseeeseeeseg@ih OSM 2010 | 246352301238500015100102 329, EEIUSD FAYE'S OFFICE SUPPLY IVﬁtiﬁnd =

Click on image to return
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#/ Reconcile Statement — Status Update
/

Favorites = | Main Menu « > Purchasing = > Procurement Cards~ > Reconcile~ > Reconcile Statement
= Home W
All = | Search 3 | Advanced Search
Procurement Card Transactions
Empl ID 00204084000 Name BENNETT-STUMP,MECHELLE L
Card Number *=*=====55345 Card Provider BAVI2
O Run Budget Validation on Save 110 103 of 103
(] [o]
Bank Statement Personalize | Find | View 9 | 3| [ First ‘4’ 1-1000f 103 '»' Last
Transaction || Billing |
Trans Date  =Status~ Merchant> Tmn::ancot'i-l:r; Currency E;&‘ilg:‘l gg‘,{ge'd Redistrib Vouche
1 1"} 0712212016 Approved PREMIER STAFFING SOURCE 556.80 USD B =% Valid Valid Yes No
2 [] 08/01/2016 LAS TRUCKING AND CONSTRUC 151.74 USD B 53 valid valid Yes No
3 [] 02/01/2016 PREMIER STAFFING SOURCE 542,33 USD B =5 valid Valid Yes No
4 [ 08/01/2016 PREMIER STAFFING SOURCE 543.60 USD B & B vaid Valid Yes No
5 [] 03/01/2016 PREMIER STAFFING SOURCE 556.30 USD B 53 valid valid Yes No
6 [] 08/01/2016 PREMIER STAFFING SOURCE 556.80 USD B =% Valid Valid Yes No
7 [ 02/03/2016 IN *J.0. HERBERT COMPANY, 595.00 USD B =5 valid Valid No No
3 [] 08/01/2016 PREMIER STAFFING SOURCE 635.33 USD B = valid Valid Yes No
9 [] 03/03/2016 IN *J.0. HERBERT COMPANY, 665.00 USD B 5 valid Valid No No
10 [] 02/03/2016 IN *J.0. HERBERT COMPANY, 711.20USD B @ B vaid Valid No No
11 [] 08/01/2016 FLINT TRADING, INC. 1,252.80 USD B = Valid Valid Yes No
12 [] 02/03/2016 IN *J.0. HERBERT COMPANY, 2,576.00 USD B 53 valid valid Yes No
13 ] 08/04/2016 AMERICAN FUNDING SOLUTION 3,092.00 USD B ¢ BL Notchka Valid Yes No
14 [] 02/01/2016 LAS TRUCKING AND CONSTRUG 3,240.00 USD B @ B vaid Valid Yes No
15 [] 02/04/2016 AMERICAN FUNDING SOLUTION 4,800.00 USD B (O B Notchkd  Valid Yes No

Click on image to return



#/ Reviewing Transactions
/

F-—ACARDINAI: Welcome to Cardinal! M- - | Search

Favoritas = | Main Menu -

Review Bank Statement

Card Issuer I55FP0
Total Amount

> Purchasing = > Procurement Cards = > Review Bank Statement

Billing Date 077012011

Currency

[ Display Unmasked Card Number

Ermpd 1D Card Humber

aluelnlels defulnboie] [ER— 0612
1 11 11 11 LR LN I'I-'I'I'Iasda

11111117 [ a553

Trans Date  Transaction Humber

0522010 | 24308040132230910691037E 2?3.73|U5D

O5M 202040 :2432‘3U30133122 132010033 EQ‘.&BIUED
05Mam2040 | 24692160133000913796390 360 LsD

# | Advanced Search (o] Last Search Resulls

Customize | End | Wiew a8 15 [EN st Bl 200r 53 D pa

Bllimg Amount Currency  Merchant

ACE HARDWARE - VEROMA

WYTHEVILLE OFFICE SUPP

SUB WASHINGTON GO NEWS

Status Voucher D

]

Hlaged T

Slaged

Slaged

Click on image to return
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/,) Integration and Interfaces
/

PCard / ISSP
Transactions
from Supplier

Verify &
Approve

PCards Confirming
PO: RO1

v

eVa

Accounts
Payable

Vehicle
History

v

General Ledger

FleetFocus M5

Click on image to return




/p/ PCard Process (continued)

PCard and ISSP Holder Transaction Review f Reconciliation

| Update
Cardinal PO? o Accounting
Distribution

|
|
| [
|

Yas
|
Associate to PO |
L | Mo Yes l

'

Sat o
Warfied

Enter PO Type,
Werdor I, Hem
D, Verndor
Address

Access PCard
Transactions

Crizpute?

Enter Disputed
Amaunt &
Comment

Budgel Chackaed
End General Ledgar Accounts Payable & Routad 1o AP

Supervisor Approval
Yes Zal to
Approved

Appraver
Reviaws in
Pagalat

Moy
Card Holder
1o Effect
Rasolution

Card Holder Reconclliation — Credit Collection (Dispute Resolution)

Mark
Collecied

Access Disputed
Transaclions

Click on image to return
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V4

» Flowchart Key

Step
Description

Batch
Process

Manual
Operation

Decision
QOutcome

Entity Name

Depicts a process step or interface.

Specifies a batch process.

Depicts a process step that is preformed manually.

Defines the possible outcom es of a decision or
analysis that took place in a step immediately
preceding.

Represents an entity (person, organization, etc.).

Start

End

Document

O

Step/
Process

Indicates point at which the process begins.
Does not represent any activity.

Indicates point at which the process ends.
Does not represent any activity.

Depicts a document of any kind, either electronic
or hard copy.

Indicates an on-page or intra process connector.
Used to avoid complex overlapping connector
lines or to continue a process on a subsequent

page.

Connects steps between business processes.
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